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General Information

Task Process Information

An Express Item Entry Requisition is created in the eProcurement

Creating an eProcurement Requisition for module for procuring assets that will be received in an Inventory
Inventory Assets (using Express Item Entry) Warehouse location (AOCWHO02, DCITWHO01, DCWHO2, etc.).

Note: If additional assistance is needed, please An Item ID is required on an Express Item Entry Requisition. Each ltem
contact the respective AOC Department staff or ID is associated with an Asset Profile ID. An Asset Profile ID is required
the JIS Service Desk. when using an asset-related category/account (0701, 10xx, 11xx, 14xx)

on a requisition or PO.

GEARS Navigation

Main Menu > eProcurement > Requisition Favorites - Main Menu - » eProcurement~ > Requisition

Process

This document is intended to provide a quick reference to completing standard transactions within GEARS.

STEP ACTION DETAILS
1. | Click on the link Requisition Settings. Create Requisition
This is where you'll setup the defaults @ vome iy Preternces |8 Requist o) | i Creckout
for your Requisition. Riyme! OpAFIr W ~ seorcn[M V] Seath | avanced Seartn
$|"e rch crileria or se el_l & Catalog @ web "'% Express ltem Entry

Browse Catalogs Browse Supplier Websites : Create an Express Requisition

MDJUD - ltem Category NEW
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2. On the pop-up window that opens, Requisffon Settings l
PP Business Unit MDJUD Administrative Office of Court l“eﬁ“'s'“““ Name |AY17 Sharp Maint. Review
enter your Requisition name. - p—
*Currency USD
NOTES: Default Options (7
O Default Ir”\gu select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
A. Itisimportant to give your o
p g y If you select this option, the defaults specified below will override any predefined values for these fields only non-blank values are assigned.
requisition a meaningful name to L Detautts
. . . Account
make it easier to find later. Be sure Vendor a Category a
L. A Vendor Location s} Unit of Measure (e}
to start the Requisition Name with Buyer a
. Shipping Defaults
the corresponding AY year. For - -
Ship To ACC-ADMN ‘Add One Time Address
example, AY17 Sharp Maint Review. [ue Date (0220007 5 Aention
Distribution Defaults
Requisition Name: |
Accounting Defaul Personalize | Find | G0 | B8 First (0 104 (0 Last
. . . Chartfields1 fails || Asset Information
B' CIICk on the Overrlde radlo bUtton' Dist Pegent Location GL Unit E;;f" PCA Fund Account Program ::g"gfr Approp Yr  Dept
100.0000| JIS - MAIN Q MDJUD |Q |C25 |Q [90001 |Q |0001 |Q B009 Q |ADDO9
The defaults entered on steps C & D will >
populate on ALL your requisition lines. |,
CK Cancel
C. Enter the Ship To, Due Date an

Attention fields, if needed,

Multiple PCA’s per line: If you need to divide the expenses on your Req. lines to

The Ship To should be &warehouse
location (AOCWHO02, DCITWHO1,
DCWHO2, etc).

multiple PCA’s on a percentage basis, it can be done on this page. Please contact

GEARS support, if you need help with this feature.

D. To use the SpeedChart field, you
can search for your PCA by using
the @ feature. Notice that the
Account and Approp Yr Chartfields
are blank and Account is grayed
out. Enter the Approp Yr.

3. Click the oK button.

4. Click on the link for Express Item Entry. -
Create Requisition (2

Welcome  Sara Marks i f
Home  / MyPreteronces 8 Requision setings | quines 1 Checkaut
Request Options A Search Search Advanced Search
Enter search criteria o select S
from the menu on the right to Catalog ‘.@ Web E Express Item Entry
begin creating your requision. Browse Catalogs Browse Supplier Websites Create an Express Requisition

MDJUD - Item Category NEW

Special Requests > Forms i+ Favorites
™ Special Req 2

Create a non-catalog request Create and Submit Forms Browse Favorite Items and Services
Business Cards
Templates ePro Services Recently Ordered
Browse Gompany and Personal Request Services View recently ordered items and
Templates senvices
Fixed Cost Service Laptop, Converfible
Variable Cost Service Defibrillator Unit
Time and Materials Defribrillator unit

APC PART SMT2200RM2UCRE 2200...
BROTHER PART O1393EPSF 3Yr ...
More...

w External Catalogs
Browse Supplier Website llems
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5.

Enter/select the following:

Item ID

Quantity

Category (Account)
Price

NOTE: Be sure the Item ID selected has

an Item Group of ASSETS.

NOTE: Be sure to use an asset-related
Category/Account (0701, 10xx, 11xx,
14xx).

Home My Preferences % Requisition Settings | 0 Lines ChEckn

Express ltem Entry 2

Advanced Search

Line Personalize | Find | View Al | 2| = First ‘&' 10f1 ‘» Last
Details | Vendor Information || ltem Information

ltem 1D Description Quantity uom Category Price Merchanaise

! ol a E=

Add to Cart

Took Up Tem 1D

ttem 1D A
Category [begins with v | @
Description [begins with v
Item Group [begins with V]

Look Up Clear Cancel | Basic Lookup

Search Results
Only the first 300 results can be displayed.

Manufacturer’s Item ID (Model)

Manufacturer ID is a searchable list.

Select “Other” if the Manufacturer does

not exist in the list, or is unknown.

Manufacturer’s Item ID (Model) is a
free-form text field. Enter an
appropriate value.

View 100 First ‘4 ta00cf300 ‘2 Last
Hem 1D Cotegory Mogsl Mo e Descripton ]
100101 0000  (biank) (blank) Laptop, 12in ASSETS
100102 0000  (blank) (blank) Computer, Desktop, Compact ASSETS
100103 0000  (blank) (blank) Computer, Deskiop, Compact, Up ASSETS
10010 oonn 0 eroter mackn: =
6. Click on the Item Information tab and Home  * uy Preferences $ Requistion setings | I g Lines Gz

enter/select the foIIowing: Search Search Advanced Search
Express Item Entry (7

Manufacturer ID Line Personalize | Find | View All | 2] B First (4 1011 ' Last

Details | Vendor information || item Information

NOTE: Before adding the line to the
cart, double-check that there are no

typos or other issues. Once added, the
line will need to be deleted and a new

line added.

Add to Cart

Click the button.

Item 1D Description Supplier Item 1D Supplier's Catalog Manufacturer ID Manufacturer's item ID
1100001 Q, Laptop, 15IN, 2TBHD DELLCOMP Q [DXJ0212 Q -1
Add to Carl
Home My Preferences 3% Requisition Settings | ¥ 0 Lines CEEH
Search Search Advanced Search

Express ltem Entry (2

Line Personalize | Find | viewau | G| B Fist 0 1011 @ Last
Details Vendor Information Item Information

. Merchandise
ttem 1D Description Quantity uom Category Price Ao

1[100101 Y Laptop, Convertible 20000 EA @ [1006 Q Q[ 985.00 usD =

Add to Cart

Continue adding additional lines as
needed. When done, click on the

Checkout
button.

Home /My Preferences 43 Requisition Setings | T 1 Line < SlEcka >

Advanced Search

Express Item Entry (7
Line Personalize | Find [ View All | 20| [ First (0 1071 () Last
Details | Vendor Information || Item Information

Item ID Description Quantity uom Category Price Merchandise

! A a a

Add to Cart

@2
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Select the Add Comment iconQ at the
far right of the line.

Checkout - Review and Submit
Review the ftsm information and submit he req for appraval
Requisition Summary
Business Unit MDJUD
Requester
*Currency USD
Cart Summary: Total Amount 1,500.00 USD
Expand ines o review shipping and sccounting detaits

Requisition Lines

Line Description tem ID
[1% ¢ Detormator nit
[[] Select All / Desedect All Select lines to:

Respond 10 Buyer

# wy pretersnces % Requistion settings

Requisition Name

Priority [Medum

P Add More llems

Vinds Name Quanity UoM Price Total Details__Comments Delete

20000 Eacn 7500000 1500.00 B ¢« 0

4 Add to Favorites 54 Add to Template(s) T Detete Selected Mass Change

Total Amount  1,500.00 USD

10. | You can add comments in the

Comments Section, and also click on

Line Comment

Business Unit MDJUD

Requisition Date 03/11/2019

Status Pending
the Add Afiachments button to add e 1
attachments. Commenis Find  First (4 10f1 (> Last
Entered On:
when done select the Send tO Supplier 1|Defibrillators should be serialized rﬁ\g‘é
7]
CheCkbox° ‘ ¥ send to Supplier [ show at Receipt [ show at Voucher
Add Attachments

Clickthe " “  button. Cance

11 Line Description Item ID Vndr Name ‘Quantity uom Price Total Details Comments Delete
* click on the icon to the |eft of the 1 g Defibrillator Unit 20000 Each 750,000 1500.00 B @ 0
Shipping Line 1 “ShipTo [DC-WHS Q Quantity 2.0000 =5
Line, Then Click on the icon tO the Address iﬁ"ﬂ?‘gﬂ?ﬁéﬁﬂ‘f Add One Time Address Price 750.0000 ::;;‘::J::::;m
left of Accounting Lines to expand (if uenten To Pegging Worench
Due Date  03/11/2019 E
not already expanded). e S
[ Select All/ Deselect All Select lines to: [ Add to Favorites 92 Add to Template(s) T Delete Selected $2,Mass Change
Total Amount 1,500.00 USD

12. | Click on the Chartfields2 tab to

enter/review your chartfield :

information.
13. | If you need to enter/change the PCA, Accounting Lines

. . *Distribute B Qty hd SpeedChart 90001
you can do that by entering the PCA in striouie By e
the SpeedChart field. Gz it U=
Chartfields1 || Chartfields2 | Details || Detals2 || Assetinformation | AssetInformation2 || Budget Information
|f you Change the PCA' you’" also have g;::h PCA Fund Account Program :Epmr::r Approp YeaNDept PCBus Unit  Project
to re-enter the Approp Yr. c25 |Q, [sooo1 |Q (o001 |Q 1106 BO09 a, |aoo0s |GN\av2018|g aQ aQ

Select lines to: Eq} Add to Favorites ’Q_§| Add to Template(s) ﬁ Delete Selected fg'mMass Change
14 Accounting Lines
" | For JIS Projects, enter PC Bus Unit “Distribute By Ay v SpeedChart a

(MDJUD), and enter the appropriate
Project, Activity and Source Type.

Accounting Lines

Chartfields1 Chartfields2 Details Details 2 Asset Information Assel Information 2 Budget Information
Batch Approp _
IAgy PCA Fund Account Program Numbey  APProp Year Dept PC Bus U
c25 |& (900013, [0001 |, 1106 B009 Q [a0009 | [Av2019|Gy MDJUD |G [MDEC )
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Accounting Lines

the assigned Requisition ID.

Budget Check your requisition. by

i)
clicking on the ~ CneckBudeet [ipk,

Your requisition has been submitted.

Requested For

Requisition Name 00000085910

G )

Business Unit MDJUD

Status Approved
Priority Medium

Budget Status Mot Checked

& &

View printable version Edit This Requisition

B

2 Greate ew Requisition Manage Requisitions

15. | Click on the Asset Information tab and et — N

ve"fy the fO"OWIng: Accounting Lines Personalize | Find | View All| | [ First (4 10f1 *) Last

Chagifizld Charfields2 || Details || Defails2 || Asset Asset ] ion 2 || Budget
AM Business Unit (MDJUD) g BUSIOSS  profie 1D Barcode caP# Sequence Empl 1D
Profile ID (will default from the ltem ID) N e v a Q ) ) o=
. . . Select lines to: [k Add to Favorites (5] Add to Template(s) 1 Delete Selected iZkMass Change

NOTE: A Profile ID is required when

using an asset-related category/account

(0701, 10xx, 11xx, 14xx) on a requisition

or PO.
16. | Click the & Savessuwm button.

ﬂﬁ Check Budget
( Save & suhmD%ﬂ Save for Later ar Add More ltems

17. | A message might be displayed | Message

indicating that the Account Code was

Account Code updated to match the Category Code. (20000,63)
updated to match the Category Code.
. The Account must be the same as the default account for the selected Category Code. If a change to the Account is necessary modify the Category Code and save again
This ensures that the Category Code
OK

and Account Code always agree. | [

Click on the —*“— button.
18. | On the Confirmation page, you’ll see Confirmation

MNumber of Lines 1

Total Amount 1,000.00 USD

eck Budget
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19. | After the budget check is complete,
verify that the Budget Status is Valid.

Depending on the rules that apply to
your area, your Requisition will be
routed for the necessary Approvals.
You'll receive email notifications and
Worklist Items in your Worklist when:

A. Your Requisition has been
Approved.

B. The PO associated with your
requisition is Dispatched to the
Vendor.

Confirmation
Your requisition has been submitted.

Requested For . Number of Lines 1

Requisition Name 0000008910 Total Amount 1,000.00 USD

Requisition ID 0000008310 Pre-Encumbrance Balance i
Business Unit MDJUD
Status Approved

Priority Medium

Budget Status Valig

View printable version ’ Edit This Requisition

=

E“Create MNew Requisition B Manage Requisitions

@ End of Document
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